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INTER-AMERICAN  FOUNDATION 
PRIVACY  ACT  OF  1974 
Systems  of  Records 

Pursuant  to  5  U.S.C.  552a(eK4),  the  Inter- American  Foundation 
hereby  publishes  the  systems  of  records  as  currently  maintained  by 
the  Foundation.  The  systems  were  originally  published  on  August 
19,  1975. 

The  Inter-American  Foundation  is  publishing  an  additional  rou¬ 
tine  use  for  the  system  designated  “General  Financial 
Records — 5."  This  will  go  into  effect  December  8,  1976,  unless 
otherwise  noted  in  the  Federal  Register. 

Hugh  B.  Key, 

Acting  President. 

lAF— 1 

System  name:  Conflict  of  Interest  Files— I AF. 

System  location:  Inter-American  Foundation,  1515  Wilson  Blvd., 
Rosslyn,  Va.  22209. 

Categories  of  individuals  covered  by  the  system:  Employees  of 
Foundation  at  GS  13  level  and  above. 

Categories  of  records  in  the  system:  Title;  Date  of  Appointment; 
Employment  and  financial  interests,  position  in  organization,  nature 
of  financial  interest;  names  and  addresses  of  creditors,  character  of 
indebtedness;  interests  in  real  property,  nature  of  interest,  type  of 
property  and  address;  name,  address,  and  nature  of  subject  matter 
of  other  persons  supplying  information. 

Authority  for  maintenance  of  the  system:  44  USC  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  is  used  “in 
house”. 

(a)  In  the  event  that  a  system  of  records  maintained  by  this  agen¬ 
cy  to  carry  out  its  functions  indicates  a  violation  or  potential  viola¬ 
tion  of  law,  whether  civil,  criminal  or  regulatory  in  nature,  and 
whether  arising  by  general  statute  or  particular  program  statute,  or 
by  regulation,  rule  or  order  issued  pursuant  thereto,  the  relevant 
records  in  the  system  of  records  may  be  referred,  as  a  routine  use, 
to  the  appropriate  agency,  whether  federal,  state,  local  or  foreign, 
charged  with  the  responsibility  of  investigating  or  prosecuting  such 
violation  or  charged  with  enforcing  or  implementing  the  statute,  or 
rule,  regulation  or  order  issued  pursuant  thereto. 

(b)  A  record  from  this  system  of  records  may  be  disclosed  as  a  . 
“routine  use”  to  a  federal,  state  or  local  agency  maintaining  civil, 
criminal  or  other  relevant  enforcement  information  or  other  per¬ 
tinent  information,  such  as  current  licenses,  if  necessary  to  obtain 
information  relevant  to  an  agency  decision  concerning  the  hiring  or 
retention  of  an  employee,  the  issuance  of  a  security  clearance,  the 
letting  of  a  contract,  or  the  issuance  of  a  license,  grant  or  other 
benefit. 

(c)  A  record  from  this  system  of  records  may  be  disclosed  to  a 
federal  agency,  in  response  to  its  request,  in  connection  with  the 
hiring  or  retention  of  an  employee,  the  issuance  of  a  security 
clearance,  the  reporting  of  an  investigation  of  an  employee,  the 
letting  of  a  contract,  or  the  issuance  of  a  license,  grant,  or  other 
benefit  by  the  requesting  agency,  to  the  extent  that  the  information 
is  relevant  and  necessary  to  the  requesting  agency’s  decision  on  the 
matter. 

Storage:  Paper  Files. 

Retrkvahility:  Manual.  Identifier — Name. 

Safeguards:  Filed  in  locked,  steel  cabinets;  records  available  to 
authorized  persons  only. 

Retention  and  disposal:  Destroyed  after  two  years  of  inactivity 
(Being  negotiated). 

System  manager(s)  and  address:  General  Counsel,  Inter-American 
Foundation,  1515  Wilson  Blvd.,  Rosslyn,  Va.  22209. 

Notification  procedure:  Contact  individual  listed  above,  or 
Director,  Administration  and  Finance,  Inter-American. Foundation, 
1515  Wilson  Blvd.,  Rosslyn,  Va.  22209. 

Record  access  procedures:  lAF  access  procedures  are  contained  in 
Rules  Safeguarding  Personal  Information  in  lAF  Record. 

Contesting  record  procedures:  Contesting  Record  Procedures  are 
contained  in  Rules  Safeguarding  Personal  Information  in  lAF 
Records. 


Record  source  categories:  Individual  himself  and  people  named  by 
individual  to  supply  information. 

lAF— 2 

System  name:  Foundation  Fellowship  Program  Files— lAF. 

System  location:  Inter-American  Foundation,  1515  Wilson  Blvd., 
Rosslyn,  Virginia  22209. 

Categories  of  individuals  covered  by  the  system:  Candidates  for 
Fellowship  Program  who  have  submitted  applications  and  Fellows 
chosen  for  the  program. 

Categories  of  records  in  the  system:  General  personnel  information 
including  home  and  work  phone  numbers,  citizenship,  date  and 
place  of  birth,  age,  name  and  citizenship  of  spouse,  social  security 
number,  number  and  ages  of  children,  educational  history,  employ¬ 
ment  history,  travel  experience,  health  status,  language  capability, 
honors  and  publications,  personal  resume,  letters  of  recommenda¬ 
tion,  grade  transcripts,  comments  by  Screening  Committee, 
research  prospectus. 

Authority  for  maintenance  of  the  system:  44  USC  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  is  used  “in 
house”  for  personnel  evaluation  and  management. 

(a)  In  the  event  that  a  system  of  records  maintained  by  this  agency 
to  carry  out  its  functions  indicates  a  violation  or  potential  violation 
of  law,  whether  civil,  criminal  or  regulatory  in  nature,  and  whether 
arising  by  general  statute  or  particular  program  statute,  or  by  regu¬ 
lation,  rule  or  order  issued  pursuant  thereto,  the  relevant  records  in 
the  system  of  records  may  be  referred,  as  a  routine  use,  to  the  ap¬ 
propriate  agency,  whether  federal,  state,  local  or  foreign,  charged 
with  the  responsibility  of  investigating  or  prosecuting  such  violation 
or  charged  with  enforcing  or  implementing  the  statute,  or  rule, 
regulation  or  order  issued  pursuant  thereto. 

(b)  A  record  from  this  system  of  records  may  be  disclosed  as  a 
“routine  use”  to  a  federal,  state  or  local  agency  maintaining  civil, 
criminal  or  other  relevant  enforcement  information  or  other  per¬ 
tinent  information,  such  as  current  licenses,  if  necessary  to  obtain 
information  relevant  to  an  agency  decision  concerning  the  hiring  or 
retention  of  an  employee,  the  issuance  of  a  security  clearance,  the 
letting  of  a  contract,  or  the  issuance  of  a  license,  grant  or  other 
benefit. 

(c)  A  record  from  this  system  of  records  may  be  disclosed  to  a 
federal  agency,  in  response  to  its  request,  in  connection  with  the 
hiring  or  retention  of  an  employee,  the  issuance  of  a  security 
clearance,  the  reporting  of  an  investigation  of  an  employee,  the 
letting  of  a  contract,  or  the  issuance  of  a  license,  grant,  or  other 
benefit  by  the  requesting  agency,  to  the  extent  that  the  information 
is  relevant  and  necessary  to  the  requesting  agency’s  decision  on  the 
matter. 

Storage:  Paper  Files. 

Retrievability:  Manual.  Identifier— Name. 

Safeguards:  Filed  in  locked,  steel  cabinets;  records  available  to 
authorized  persons  only. 

Retention  and  disposal:  Disposed  after  three  years  of  inactivity. 
(Being  negotiated). 

System  manager(s)  and  address:  Fellowship  Coordinator,  Inter- 
American  Foundation,  1515  Wilson  Blvd.,  Rosslyn,  Va.  22209. 

Notification  procedure:  Contact  individual  listed  above,  or 
Director,  Administration  and  Finance,  Inter-American  Foundation, 
1515  Wilson  Blvd.,  Rosslyn,  Va.  22209. 

Record  access  procedures:  lAF  access  procedures  are  contained  in 
Rules  Safeguarding  Personal  Information  in  lAF  Records. 

Contesting  record  procedures:  Contesting  Record  Procedures  are 
also  contained  in  Rules  Safeguarding  Personal  Information. 

Record  source  categories:  Individual  himself,  educational  institu¬ 
tions  attended;  medical  doctors  named  by  individual;  letters  of 
recommendation  by  people  identified  by  individual. 

IAF-3 

System  name:  Informal  Personnel  Files — lAF. 

System  location:  Inter- American  Foundation,  1515  Wilson  Blv^., 
Rosslyn,  Va.  22209. 

Categories  of  individuals  covered  by  the  system:  Applicants  for 
Employment  and  Employees. 

Cat^ories  of  records  in  the  system:  General  personnel  information 
including  position  descriptions,  training  records,  request  for  notifi¬ 
cation  of  personnel  action,  performance  appraisals,  time  and  at- 
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tendance  records,  security  clearances,  employment  history,  home 
address,  titles,  service  comp  dates,  date  of  birth,  grade  and  salary, 
age,  social  security  number,  home  telephone  number,  resume,  let¬ 
ters  of  recommendation,  security  investigation  data  for  non-sensi- 
tive/non-critical  positions,  personal  qualifications  statement,  recom¬ 
mendation  for  performance  recognition,  employment  staffing  re¬ 
port,  payroll  change  slip,  notice  of  injury  or  occupational  disease. 

Authority  for  maintenance  of  the  system:  44  USC  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  is  used  “in 
house’’  (non-routine  uses)  for  personnel  evaluation  and  manage¬ 
ment. 

(a)  In  the  event  that  a  system  of  records  maintained  by  this  agen¬ 
cy  to  carry  out  its  functions  indicates  a  violation  or  potential  viola¬ 
tion  of  law,  whether  civil,  criminal  or  regulatory  in  nature,  and 
whether  arising  by  general  statute  or  particular  program  statute,  or 
by  regulation,  rule  or  order  issued  pursuant  thereto,  the  relevant 
records  in  the  system  of  records  may  be  referred,  as  a  routine  use, 
to  the  appropriate  agency,  whether  federal,  state,  local  or  foreign, 
charged  with  the  responsibility  of  investigating  or  prosecuting  such 
violation  or  charged  with  enforcing  or  implementing  the  statute,  or 
rule,  regulation  or  order  issued  pursuant  thereto. 

(b)  A  record  from  this  system  of  records  may  be  disclosed  as  a 
“routine  use’’  to  a  federal,  state  or  local  agency  maintaining  civil, 
criminal  or  other  relevant  enforcement  information  or  other  per¬ 
tinent  information,  such  as  current  licenses,  if  necessary  to  obtain 
information  relevant  to  an  agency  decision  concerning  the  hiring  or 
retention  of  an  employee,  the  issuance  of  a  security  clearance,  the 
letting  of  a  contract,  or  the  issuance  of  a  license,  grant  or  other 
benefit. 

(c)  A  record  from  this  system  of  records  may  be  disclosed  to  a 
federal  agency,  in  response  to  its  request,  in  connection  with  the 
hiring  or  retention  of  an  employee,  the  issuance  of  a  security 
clearance,  the  reporting  of  an  investigation  of  an  employee,  the 
letting  of  a  contract,  or  the  issuance  of  a  license,  grant,  or  other 
benefit  by  the  requesting  agency,  to  the  extent  that  ^e  information 
is  relevant  and  necessary  to  the  requesting  agency’s  decision  on  the 
matter. 

Storage:  Paper  Files. 

Retrievability:  Manual.  Identifier— Name. 

Safeguards:  Filed  in  locked,  steqj  cabinets;  records  available  to 
authorized  persons  only. 

Retention  and  disposal:  Destroyed  after  three  years  of  inactivity 
(Being  negotiated). 

System  manager(s)  and  address:  Personnel  Officer,  Inter-Amer¬ 
ican  Foundation,  ISIS  Wilson  Blvd.,  Rosslyn,  Va.  22209. 

Notification  procedure:  Contact  individual  listed  above,  or 
Director,  Administration  and  Finance,  Inter- American  Foundation, 
ISIS  Wilson  Blvd.,  Rosslyn,  Va.  22209. 

Record  access  procedures:  lAF  access  procedures  are  contained  in 
Rules  Safeguarding  Personal  Information  in  lAF  records. 

Contesting  record  procedures:  Contesting  Record  Procedures  are 
also  contained  in  Rules  Safeguarding  Personal  Information. 

Record  source  categories:  Individual  himself;  educational  institu¬ 
tions;  previous  employers;  letters  of  recommendations  named  by 
individual  himself. 

lAF— 4 

System  name:  Travel  Records — lAF. 

System  location:  Inter-American  Foundation,  ISIS  Wilson  Blvd., 
Rosslyn,  Virginia  22209. 

Categories  of  individuals  covered  by  the  system:  lAF  employees 
who  travel  and  invitational  persons. 

Categories  of  records  in  the  system:  Passports,  Travel  Vouchers, 
Official  Travel  Authorizations,  Home  address,  home  telephone 
number,  date  and  place  of  birth,  marital  status,  citizenship,  social 
security  number,  spouse’s  name,  number  of  children,  immuniza¬ 
tions  records,  travel  advances. 

Authority  for  maintenance  of  the  system:  44  USC  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  is  used  “in 
house’’  for  management  of  travel. 

(a)  In  the  event  that  a  system  of  records  maintained  by  this  agen¬ 
cy  to  carry  out  its  functions  indicates  a  violation  or  potential  viola¬ 
tion  of  law,  whether  civil,  criminal  or  regulatory  in  nature,  and 
whether  arising  by  general  statute  or  particular  program  statute,  or 


by  regulation,  rule  or  order  issued  pursuant  thereto,  the  relevant 
records  in  the  system  of  records  may  be  referred,  as  a  routine  use, 
to  the  appropriate  agency,  whether  federal,  state,  local  or  foreign, 
charged  with  the  responsibility  of  investigating  or  prosecuting  such 
violation  or  charged  with  enforcing  or  implementing  the  statute,  or 
rule,  regulation  or  order  issued  pursuant  thereto. 

(b)  A  record  from  this  system  of  records  may  be  disclosed  as  a 
“routine  use’’  to  a  federal,  state  or  local  agency  maintaining  civil, 
criminal  or  other  relevant  enforcement  information  or  other  per¬ 
tinent  information,  such  as  current  licenses,  if  necessary  to  obtain 
information  relevant  to  an  agency  decision  concerning  the  hiring  or 
retention  of  an  employee,  the  issuance  of  a  security  clearance,  the 
letting  of  a  contract,  or  the  issuance  of  a  license,  grant  or  other 
benefit. 

(c)  A  record  from  this  system  of  records  may  be  disclosed  to  a 
federal  agency,  in  response  to  its  request,  in  connection  with  the 
hiring  or  retention  of  an  employee,  the  issuance  of  a  security 
clearance,  the  reporting  of  an  investigation  of  an  employee,  the 
letting  of  a  contract,  or  the  issuance  6f  a  license,  grant,  or  other 
benefit  by  the  requesting  agency,  to  the  extent  that  the  information 
is  relevant  and  necessary  to  the  requesting  agency’s  decision  on  the 
matter. 

Storage:  Paper  Files. 

Retrievability:  Manual.  Identifier — Name. 

Safeguards:  Filed  in  locked  file  drawer  at  desk;  records  available 
to  authorized  persons  only. 

Retention  and  disposal:  Destroyed  after  three  years  of  inactivity 
(Being  negotiated). 

System  manager(s)  and  address:  Administrative  Assistant,  Travel 
Division,  Administration  and  Finance,  Intcr-Amcriean  Foundation, 
1515  Wilson  Blvd.,  Rosslyn,  Va.  22209. 

Notification  procedure:  Contact  individual  Jisted  above,  or 
Director,  Administration  and  Finance,  Inter-American  Foundation, 
1515  Wilson  Blvd.,  Rosslyn,  Va.  22209. 

Record  access  procedures:  LAF  access  procedures  are  contained  in 
Rules  Safeguarding  Personal  Information  in  lAF  Records. 

Contesting  record  procedures:  Contesting  Record  Procedures  are 
contained  in  Rules  Safeguarding  Personal  Information  in  lAF 
Records. 

Record  source  categories:  Individual  himself. 

lAF— 5 

System  name:  Inter-American  Foundation— General  Financial 
Records. 

System  location:  General  Services  Administration,  Region  3  Of¬ 
fice;  copies  held  by  Inter- American  Foundation.  (GSA  holds 
records  for  the  Foundation  under  contract.) 

Categories  of  records  in  the  system:  Varied  payroll  records,  in¬ 
cluding,  among  other  documents,  time  and  attendance  cards;  pay¬ 
ment  vouchers;  comprehensive  listing  of  employees;  health  benefits 
records,  requests  for  deductions;  tax  forms,  W-2  forms,  overtime 
requests;  leave  data;  retirement  records.  Records  are  used  by  the 
Foundation  and  GSA  employees  to  maintain  adequate  payroll  infor¬ 
mation  for  the  Foundation  employees,  and  otherwise  by  Founda¬ 
tion  and  GSA  employees  who  have  a  need  for  the  record  in  the 
performance  of  their  duties. 

Authority  for  maintenance  of  the  system:  31  U.S.C.,  generally. 
Also,  91-175. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  See  Appendix.  Records 
also  are  disclosed  to  GAO  for  audits;  to  the  Internal  Revenue  Ser¬ 
vice  for  investigation;  and  to  private  attorneys,  pursuant  to  a  power 
of  attorney. 

A  copy  of  an  employee’s  Department  of  the  Treasury  Form  W-2, 
Wage  and  Tax  Statement,  also  is  disclosed  to  the  State,  city,  or 
other  local  jurisdiction  which  is  authorized  to  tax  the  employee’s 
compensation.  The  record  will  be  provided  in  accordance  with  a 
withholding  agreement  between  the  State,  city,  or  other  local  ju¬ 
risdiction  and  the  Department  of  the  Treasury  pursuant  to  5  U.S.C. 
5516,  5517,  or  5520,  or,  in  the  absence  thereof,  in  response  to  a 
written  request  from  an  appropriate  official  of  the  taxing  jurisdic¬ 
tion  to  the  Executive  Officer,  Inter-American  Foundation,  1515 
Wilson  Blvd.,  Rosslyn,  Va.  22209.  The  request  must  include  a  copy 
of  the  applicable  statute  or  ordinance  authorizing  the  taxation  of 
compensation  and  should  indicate  whether  the  authority  of  the  ju¬ 
risdiction  to  tax  the  employee  is  based  on  place  of  residence,  place 
of  employment,  or  both. 
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Pursuant  to  a  withholding  agreement  between  a  city  and  the  De¬ 
partment  of  the  Treasury  (S  U.S.C.  3520),  copies  of  executed  city 
tax  withholding  certificates  shall  be  furnished  the  city  in  response 
to  written  request  from  an  appropriate  city  official  to  the  Executive 
Officer. 

In  the  absence  of  a  withholding  agreement,  the  Social  Security 
Number  will  be  furnished  only  to  a  taxing  jurisdiction  which  has 
furnished  this  agency  with  evidence  of  its  independent  authority  to 
compel  disclosure  of  the  Social  Security  Number,  in  accordance 
with  Section  7  of  the  Privacy  Act,  Public  Law  93-579. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  and  microfilm. 

Retrievability:  Social  Security  Number. 

Safeguards:  Stored  in  guarded  building;  released  only  to 
authorized  personnel. 

Retention  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  managerfs)  and  address:  Accountant,  Administration  and 
Finance,  Inter-American  Foundation,  1515  Wilson  Blvd,  Rosslyn, 
VA.  22209. 

Notification  procedure:  Refer  to  lAF  access  regulations  contained 
in  22  CFR  1003. 

Record  access  procedures:  Refer  to  lAF  access  regulations  con¬ 
tained  in  22  CFR  1003. 

Contesting  record  procedures:  Refer  to  lAF  access  regulations 
contained  in  22  CFR  1003. 

Record  source  categories:  The  subject  individual:  the  Inter-Amer¬ 
ican  Foundation. 

APPENDIX— INTER-AMERICAN  FOUNDATION 

In  the  event  that  a  system  of  records  maintained  by  this  agency 
to  carry  out  its  functions  indicates  a  violation  or  potential  violation 
of  law,  whether  civil,  criminal  or  regulatory  in  nature,  and  whether 
arising  by  general  statute  or  particular  program  statute,  or  by  regu¬ 
lation,  rule  or  order  issued  pursuant  thereto,  the  relevant  records  in 
the  system  of  records  may  be  referred,  as  a  routine  use,  to  the  ap¬ 
propriate  agency,  whether  federal,  state,  local  or  foreign,  charged 
with  the  responsibility  of  investigation  or  prosecuting  such  violation 


or  charged  with  enforcing  or  implementing  the  statute,  or  rule, 
regulation  or  order  issued  pursuant  thereto. 

A  record  from  this  system  of  records  may  be  disclosed  as  a 
“routine  use”  to  a  federal,  state  or  local  agency  maintaining  civil, 
criminal  or  other  relevant  enforcement  information  or  other  per¬ 
tinent  information,  such  as  current  licenses,  if  necessary  to  obtain 
information  relevant  to  an  agency  decision  concerning  the  hiring  or 
retention  of  an  employee,  the  issuance  of  a  security  clearance,  the 
letting  of  a  contract  or  the  issuance  of  a  license,  grant  or  other 
benefit. 

A  record  from  this  system  of  records  may  be  disclosed  to  a 
federal  agency,  in  response  to  its  request,  in  connection  with  the 
hiring  or  retention  of  an  employee,  the  issuance  of  a  security 
clearance,  the  reporting  of  an  investigation  of  an  employee,  the 
letting  of  a  contract  or  the  issuance  of  a  license,  grant  or  other 
benefit  by  the  requesting  agency,  to  the  extent  that  the  information 
is  relevant  and  necessary  to  the  requesting  agency’s  decision  in  the 
matter. 

A  record  from  this  system  of  records  may  be  disclosed  to  an 
authorized  appeal  grievance  examiner,  formal  complaints  examiner, 
equal  employment  opportunity  investigator,  arbitrator  or  other  duly 
authorized  official  engaged  in  investigation  or  settlement  of  a 
grievance,  complaint,  or  appeal  filed  by  an  employee.  A  record 
from  this  system  of  records  may  be  disclosed  to  the  United  States 
Civil  Service  Commission  in  accordance  with  the  agency’s  respon- 
sibUity  for  evaluation  and  oversight  of  federal  personnel  manage¬ 
ment. 

A  record  from  this  system  of  records  may  be  disclosed  to  of¬ 
ficers  and  employees  of  a  federal  agency  for  purposes  of  audit. 

The  information  contained  in  this  system  of  records  will  be  dis¬ 
closed  to  the  Office  of  Management  and  Budget  in  connection  with 
the  review  of  private  relief  legislation  as  set  forth  in  OMB  Circular 
No.  A-i9  at  any  stage  of  the  legislative  coordination  and  clearance 
process  as  set  forth  in  that  Circular. 

A  record  from  this  system  of  records  may  be  disclosed  as  a  rou¬ 
tine  use  to  a  Member  of  Congress  or  to  a  Congressional  staff 
member  in  response  to  an  inquiry  of  the  Congressional  office  made 
at  the  request  of  the  individual  about  whom  the  record  is  main¬ 
tained. 

A  record  from  this  system  of  records  may  be  disclosed  to  of¬ 
ficers  and  employees  of  the  General  Services  Administration  in 
connection  with  administrative  services  provided  to  this  agency 
under  agreement  with  GSA. 
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